CASA VOLUNTEER / COORDINATOR WEB APPLICATION

Web URL Address: https://apps.supremecourt.az.gov/casauploads/aspupload/

Once you enter the above site a security message MAY appear asking you if you want to accept
the certificate. Click Yes.
x|

ri‘l Information you exchange with this site cannot be viewed or
?. changed by others. Howewver, there is a problem with the site's
® zecurity certificate.

o The zecurity certificate iz from a trusted certifying autharity.

o The security certificate date is valid.

The name on the security certificate is invalid or does not
match the name of the site

Do you want to proceed?

es Mo Wiew Certificate

Initial entry web page for the Volunteer / Coordinator web application:
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For information on the Arizona CASA Program, write or call us at:

Arizona CASA Program

1801 West Washington, Ste. 119,
Phoenix, AZ 85007

602) 5429683

A person using the application for the first time will click on the New User option. The
following web page will open.
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File Edit ‘Wiew Faworites Tools Help ‘l
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Address IE http: ffavelurijcasauploadsfaspuploadiC asaResetpwd, asp j @Gu | Link

Court Appointed Special
Advocate Program
Court Appointed

The Program Special Advocate
State Map Are you a new user?

- Enter the following information and click Submit .

Info 4 CASAs
Other Sites E-mail Address: |
Tiaining Mew Passward: A Voice for Childrer
Molunteerin Confirm Password:

X
Your password will be set and you will receive a confirmation e-mail.
CASA

Cown hppointed Spevol Advacones
For chiLDREN

A new user’s email address should have already been created in the system. Enter the email
address provided to the coordinator or the AOC and then enter a password in the New Password
field and type the same password in the Confirm Password field.

The password must be a minimum of eight characters, maximum of 12 characters and must
include at least one numeric character. Also, the password cannot have the same exact string of
characters to the left of the “@” sign in the email address (Example: johndoe@yahoo.com — the
password cannot be 1johndoe or johndoel it can however be jlohndoe). All passwords expire
after 90 days. After your password expires, repeat the New User process.

Once a new password has been entered and validated, the following page will display:

3 Welcome to the Arizona CASA program. - Microsoft Internet Explorer ;Iﬁ
File Edit Yew Favorites Tools Help |l
Back + = - (@) o} | @search [ElFavorites Elimedia <# | B S s

Address I@ http: ffavelurifcasauploads)aspupload/CasaResetEmail, htm j @Go | Link

Court Appointed Special

Advocate Program

Court Appointed
The Program Special Advocale
State Map Your password has been set and the confirmation e-mail has been sent to your e-mail
Info 4 CASAs address. U
Other Sites
Training A Voice for Childrel

Volunteering

For information on the Arizona CASA Program, write or call us at:

Ox Arizona CASA Program

1501 West Washington, Ste. 118,
Phoenix, A7 BR007
CASA {602) 542-9683

oun dppoinscd Specual Advoconts
ror cnioren
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CASA VOLUNTEER / COORDINATOR WEB APPLICATION

You must then proceed to your email account, open the email sent and click on the embedded
validation link. The link will activate your new account and allow access. The activation must
occur prior to logging into the application for the first time. Access will be denied unless the
activation link has been used and the user id/password have been validated.

An example of the email with embedded validation link:

i Auto-Email: CASA New Password Request - Message {(HTML)

=10l x|
Fil= Edit Wew Insert Format Tools Actions Help Type a question for help =
CoReply CReplytoal G Forward | S ¥R R e-w- g )
From:  CMattson@supreme.sp.stake, a2,us Sent: Fri 7/23j2004 9:55 AM
To: dhamilko@supreme. sp.skate. az.us; aveluri@supreme. sp.state. az.us

ol
Subject:  Auto-Email: CASA Mew Passwaord Request

=
Your password to Casa Upload site has been set to

Please click here to activate vour password..

If you have not made this request, please call Support Center at 602 542 9519,

Once the activation link is clicked, the initial web page will open in the web browser. You can
now log in and access the application.
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CASA VOLUNTEER / COORDINATOR WEB APPLICATION

If a person has already logged in and completed the steps for a new user but has forgotten their
password, click on the “Forgot Password” link on the home page. The following page will
display:

2} welcome to the Arizona CASA program. - Microsoft Internet Explorer =5
File Edit ‘“ew Favorites Tools Help |l
$Back + = - 2 b | Qhsearch (G Favorites  E}Media ®| - S =

Address @ http:/favelurijcasauploads/aspuploadfCasaForgotpwd. asp j 6}60 | Link

Court Appointed Special

Advocate Program

Court Appointed
The Program Special Advocate
State Ma Did you forget your password?
Enter your E-mail Address and click Submit [ ]
Info 4 CASAs
Other Sites E-mail Address: ||
Training AVoice for Childre

Volunteering

M Your password will be sent to your e-mail address.
L]

CASA

T e For information on the Arizona CASA Program, write or call us at:

Avizona CASA Program

1501 West Washington, Ste. 119,
Phoenix, AZ 85007

(602) 542 9683

Enter your email address in the “E-mail Address” field and click the Submit button. An email
reminder will be sent to the email address entered. Please make sure the email address entered is
the same email address used when creating yourself as a “New User”.

™ Auto-Email: CASA Forgot Password Request - Message (Plain Text) = IEIIﬂ
- Fle Edit View Insert Format  Tools  Actions  Help Type a question for help =

EQJR_&DIV‘@ReplytoA[l|§§Forﬂard|§ | v ||E' * | L R A=| @ -

From: CMattson@supreme.sp. state, az,us Sent: Wed 6/23/2004 10:42 AM
Ta: dhamilko@supreme. sp.skate. az us; aveluri@supreme. sp.state. az.us
o

Subject:  Auto-Emal: CASA Forgok Password Request

frour password to Casa Upload site is =]
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CASA VOLUNTEER / COORDINATOR WEB APPLICATION

Once logged into the web application, the following upload page will open. This is the page

used to upload volunteer reports and send them to the coordinator.
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The Program
State Map
Info 4 CASAs
Other Sites

Training
Volunteering

M
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L
ASA

Court Appointed Special
Advocate Program

CASA File Upload Form

Please fill in the following information and press the UPLOAD Button

What file is being attached?:
File Name: I Browse

Description =
of
contents:

Please tell us about yourself:

Name: |Dureen Hamilton, ITD
E-mail
Address: |dhamlliu@supreme.sp.slate.az.us
fhore  [ses-99g-9998
umber:

Please choose the person you are sending this to:

Name: | ADC-Alison Wilson, CASA \Weh Designer =l

Your Message:

Message: =]

Far information on the Arizona CASA Program, write or call us at:

Arizona CASA Pragrarm

1501 West Washington, Ste. 115,
Phoenix, AZ 85007

(602) 5429683

Court Appointed
Special Advocale

X

A Voice for Children

The field titled “File Name” is where the file being sent will be stored. The full path name is
necessary — not just the name of the file (i.e., C://My Documents/testfile.doc). If the full path

name is unknown, the Browse button next to the field can be used.
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CASA VOLUNTEER / COORDINATOR WEB APPLICATION

Click on the Browse button and a similar window will open.

21X
Look in: Ia Dazhboard j = E’F "

. 2003 House Bills, xls
g 2003 Senate Bills, xls

Hiztory

Dashboard Project Plan.mpp
@Dashbuard Project Plan.pdf
@Dashbuard Requirernents, doc
o

1
[ ™
e

My Documents

File name: Eil-a:s:}'ul:u:narn:l Froject Plan.pdf j Open I
Files of type: I,-’:-.II Files [*.7] j Cancel |
o

Select the file to send and click the Open button. The full path name of the file will be populated
in the field “File Name” on the CASA web application.

A message must be entered into the “Description of Contents” field for a description of the file.

The next step is to complete the “Please Tell Us About Yourself” section by filling in your name,
email address and phone number (required fields).
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CASA VOLUNTEER / COORDINATOR WEB APPLICATION

Following completion of the Please Tell Us About Yourself section, select the coordinator that
should receive the file in the “Please choose the person you are sending this to” section. The
field “Name” in this section is a drop down box which allows choice from a pre-existing list.
The name must pre-exist, it is not an open text field. If you are having trouble locating the name
needed to send the file, please notify your point of contact.

3 Welcome to the Arizona CASA program. - Microsoft Internet Explorer - | =3
File Edit ‘Wiew Faworites Tools Help ‘l
R | 7t | Qhsearch [EFavorkes Media (% ‘ - S -5
Address I@ http: ffavelurijcasauploads/aspuploadiC asalploadFarm, asp j @Gu | Link

Y Vo

“. .f
ASA [
Please tell us about yourself:
Name:; IDDreen Hamiltan, [TD
E-mail
Address: Idhamwhu@supreme.sp state.az.us
fhone  [a99-995-9949
umber:
Please choose the person you are sending this to:

Name:;

ADC-Charli Mattson, Administrative Asst
AOC-Connie Lopez, Comm. Outreach Spec.
AQC-Daoreen Hamiltan, [TD

AOC-Elsa Rometo, Administrative Secretary
AOQC-Ginger Bredemeier, Training Specialist
AQC-Jir Ham, ITD

AQDCKyle Davis. Resource & Tech. Spec
AQC-Lincla Wright, Program Manager

AQC-haria Pastore. Training Specialist x

| =l

Message:

A message to the Coordinator can also be included by typing it into the “Your Message” field.

The last step is to click the Upload button — this will send an email notification to the
Coordinator. The file sent will be saved and encrypted on the server. After 14 days, the file will
be deleted. The only way to access the file is via the email notification sent to the recipient. A
confirmation page also displays that the file has been sent.

<} Welcome to the Arizona CASA program. - Microsoft Internet Explorer =15
Fle Edit Vew Favorites Took Help |l
GBack + = - @) 2] @] Qsearch [GFavorites EMeda o4 | 5y Sh A -
Address [&] hitp: ffaveluriicasauploadsfaspupload/CasaliploadDest.asp | peo | Link
Advocate Program
The Program CASA File Upload Results
State Map
T The file upload was successful, gn:ﬂmm::ae%
Other Sites
Training L
Volunteering K
Far information on the Arizona CASA Program, write or call us at:
P A Do A Voice for Childre
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CASA VOLUNTEER / COORDINATOR WEB APPLICATION

Three files can be sent per day — if you try to send a fourth file you will receive the following
message on a web page.

3 welcome to the Arizona CASA program. - Microsoft Internet Explorer =8|

Fil= Edit Vew Favorites Tools Help |

GBak - = - D 71 | Qhsearch [Favorites G Media £ | - S -

Address I@ http: ffavelurifcasauploadsaspupload/UploadsiMaxedOut. htm j @Gn | Lirks **
Court Appointed Special
Advocate Program
Court Appointed
The Program Special Advocate
State Map You are not allowed to upload more than 3 reports a day. Sorry. M
Info 4 CASAs u
| Other Sites
Training A Voice for Children

Volunteering

Far information on the Arizona CASA Prograrm, write or call us at:

:xM Arizona CASA Program
» 1501 West Washington, Ste. 119,
- x Phoenix, AZ 85007
(602) 5429683
CASA
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CASA VOLUNTEER / COORDINATOR WEB APPLICATION

Retrieving Sent Documents

A recipient of a sent file will receive an email indicating the file sent. An example of such email
is below.

B Auto-Email: CASA File Upload Details - Message (Plain Text) — IEIIﬂ

File Edit Wew Insert Format Tools Actions Help Type a question for help =

CoReply  €HReply to Al | 48 Forward | S LA A SRR L @ -

|ﬂ E:xtra ling breaks in this message were removed, To restore, dick here,

From: dhamilbo@supreme. sp. skate, 4z, us Sent: ‘Wed 6/23/2004 10:23 AM

To: aveluri@supreme. sp.state.az.us; dhamito@supreme. sp.stake. az.us

a4

Subject:  Auto-Email: CASA File Upload Details

FileDesc: asdfsad ;I
SenderName: Doreen Hamilton, ITD

SenderPhone: 999-999-9047

Message: sdfgdsio:

Uotstimece s - .

Click on the link in order to access the file and it will open the web browser or take you to the
log in page if the browser is already open. Log in to the application and the file will open within
the web page. You can either print the file from the web browser or go to File and select Save
As to save the file to your PC (this is the recommended option since files will be automatically
deleted from the server after 14 days). You will also have more control over formatting when
first saving the file using the Save As option and then printing the document from the saved
copy. You will not be able to open the saved document while the original document is still open
on the web page. Close the web application (or go to another web page) in order to open the
saved document.
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